Adding Calendars to Outlook - PC Version

This set of instructions will show you how to add the CEO calendars to your Outlook and then by the
power of syncing your phone, you'll have the calendars on both your phone and computer. When you
have this, each time you connect and sync your phone to iTunes, any changes you make to your
calendar on your phone will update on your computer and vice versa.

You will need to go through each of these steps for each calendar.

Adding the Calendars

®00 Google calendar / iCal )

To: = ceostaff@ceosand.catholic.edu.au

Cc:

Bec:

Subject: Google calendar / iCal

=] Signature: )

Hi Everyone,

Please find attached a copy of the CEO Google calendars to add to your iCal, which will then sync to your phone and vice versa. Atthe moment | have only downloaded and renamed the calendars for Mac users, |
will get the Outlook version shortly.

Cheers,
Glenn

o-. L e me 2= m. 2=

ics ics ics ics ics ics
Curriculum.ics (61.7 KB) Sandhurst Ev....ics (34.4 KB) Pastoral Care.ics (16.0 KB) Leadership.ics (37.9 KB) FFR.ics (10.8 KB) CEO Office.ics (70.3 KB) Catholicldenty.ics (32.2 KB)

From the email, download and save all of the calendar files in the attachments.

To make it easy, create a folder on the desktop and save them all there.
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Using Outlook
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Open up Outlook and click on 'File'.

Importing the Calendar
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Under the 'File’ menu, click on 'Import and Export'.
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Choosing the file type

Import and Export Wizard

Choose an action to perform:

Export to a file

Import a VCARD file (. vcf

Import an iCalendar or vCalendar file (. vcs
Import from another program or file
Import Internet Mail Account Settings
Import Internet Mail and Addresses

2y ©

Description

Import information from an iCalendar or vCalendar
file to the Calendar folder.

<& E:.acle MNext = Cancel

Now in the dialog window that appears, choose the 'Import an iCalendar or vCalendar file' option.

Then click 'Next'.
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Finding the calendar file.

Look in: () Calendars @~ Q X iy -~ Tooks~
—2 ‘| catholicidenty
| £ 0
My Recent | 2] Curriculum
Documents %FFR
= %Leedership
LS %Pastoral Care
Desktop %Sandhurst Events Special Days

My Documents

&

My Computer
h g File name: V! oK
My Network . '
Places Files of type: |icalendar Format v [ Cancel

In the 'Borwse' window that appears, go to the folder where you saved the calendars from the email.
Select the calendar you wish to import and click on it.

Then click 'OK".
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Your Calendar

Calendar - Microsoft Outlook E]@
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Once the calendar has been imported, click on the ‘Calendar’ item in the sidebar to see the calendar
with the imported events.

You will need to repeat these steps for each calendar you wish to add.

Syncing with iTunes

iTunes

®o0o

LIBRARY

‘ﬂ Music

Summary Movies TV Shows Podcasts iTunesU  Photos

[ Movies

TV Shows

iPhone

JPE—

®
§) Podcasts Name: Glenn's iPhone

006

aApp“cmons Capacity: 7.08 GB
Ri
ﬁ) i Software Version: 3.1.2
A Radio
Serial Number: 88950TRJY7H

STORE Phone Number: 0438 520 645

[ iTunes Store
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A newer version of the iPhone software is available (version 3.1.3). To update e
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#¥ Genius
¥ PLAYLISTS If you are experiencing problems with your iPhone, you can restore its original
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Connect your phone to iTunes and select the phone from the 'Devices' list to see the above screen.

Please note there maybe some updates for your phone, this is important to do and why you need to
constantly connect your phone to iTunes to keep it up to date.
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Selecting Calendars to sync

iTunes
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Now, click on the 'Info' tab.

Scroll down to the Calendars section and tick 'Sync Outlook calendars'. (Sorry the above screenshot is
from a Mac and | couldn't source a PC version - it is pretty similar)
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When you are ready to update / sync your calendars, click on the 'Sync' button at the bottom of the
screen.
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